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Chief, Hanagessnt Staff 1 Pebwusry 1957
Chisf, Records Hanugement Staff

Yeekly “eport - Wesk Ending 30 January 1957

1. Contributions

S

2. 4 requisition for L0 noneghandard correspamxience cabimets
’ costing $2,400 was canceled and the noeds of the requester
will be supplied frowm stocl and frem excess cabinets which
N will be returned to stock as a result »f installation of
) shelf filing in the Biographic iegister,

b, Arrangements have beam made to substitute less expensive
and non-safe f1ling eruipment in the Vital Materials
lepository for 27 safe cabinels now msed, This will

result in & net savings of spproximately 37,000 in equip-

W ment and provide an inarease of approximately 30 per cent
in filing spaoce.

cs Five new and revised forms complated,

d, Ten Apency offices transferred !2 cublc feet of inactiwe
records Lo the ‘enter, Totsl receipts for the rmonth of
January were 512 cubie feot as conpared to L7 cubie feet
for the sams period in 1955, an increase of 15 per cent,

2. General Hows

32, Tentative spproval has beem obtained in the D./S and the
/T Avems for the use of a revised intrwm-office chain
enwelope. This {:proved chain envelope results partly
from the submission of thres employee sugresiions,

g /Pe The Ageney Emergensy "lanmning Officer 25X1
has advised me of a possible duplication

of certain Vital Haterials throughout she D2/P Area, This

bas Lesn discussed with the “hief of the (&M Staff (10/P

“rea) and appropriate actions will be taken,

~ ©. The Zecords Disposition .chednle for the Office of Logisties
N arel the inwentory of administrative reports for Logistics
will serve a useful pwrpose in the feasibility study in
process to deternine the adaptability of electroaie
" office imdhine o Lagistics work.
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